
Volunteer Position Description
	Division:
	City of Melbourne, Arts & Culture - Arts House

	Role Title:
	Arts House Volunteer  - Refuge 2017

	Role Position:
	Artist Assistant


Please Note: all Volunteers engaged by the City of Melbourne are required to undergo a Police Check and a Working with Children Check as part of the pre-engagement process. Associated costs will be covered by the City of Melbourne for the Police Check. Volunteers will be required to fill in an online form and attend a Post Office to complete the Working with Children Check.
	Event Summary

	What is Refuge?

Refuge is about social and community resilience and valuing an artistic approach to complex issues. Refuge propels a growing cohort of artists into leading edge innovators of creative preparedness. This project is key to Arts House’s commitment to explore responses to climate justice, engage deeply with local communities and present innovative and experimental art.

Now in its second year, Arts House will present Refuge on the 11th November 2017. Presented as a disaster preparedness rehearsal for local residents, businesses and community groups at North Melbourne Town Hall and lead by artists, Refuge asks how can we come together to collectively respond to disasters? How we ensure that our community is prepared? What tools do we have and who can we rely on? For more information please read the Refuge page on the Arts House website http://www.artshouse.com.au/events/refuge/ 

Who is involved?

· Six key artists each leading a particular component of response

· Community members from North Melbourne and surrounds

· Emergency Management Victoria, Red Cross Australia, SES Victoria, Save the Children and other emergency services

· Community organisations and advocacy organisations such as The Gender & Disaster Pod, Legal Aid Victoria and others 

About Arts House 

Arts House is a core program of the City of Melbourne and our home is the North Melbourne Town Hall. We support new and diverse ways to make and experience art providing a nexus for cultural expression and social connection in a city environment. www.artshouse.com.au 


	Role Summary – Artist Assistant

	Twelve Artist Assistants will be partnered with and work closely with a particular Refuge artist in the lead up to the event. Artist Assistants will assist with a variety of tasks that support the making, realisation and delivery of the artwork through to presentation on the 11th November. The artists’ works are complex, often involving multiple stakeholders and The Artist Assistants will be able to work a total of 20 hours between 1st November – 11th November which will be decided in negotiation with the artist and Arts House Producer. 
On the 11th November 2017 during the Refuge event, Artist Assistants will assist with managing patrons’ experience of the artworks and the Refuge event at Arts House. Artist Assistants will be responsible for welcoming patrons to artworks, responding to general enquiries and assisting audiences to navigate the Refuge program. Artist Assistants will be required to be on site at Arts House for the duration of the event from 12pm – 10pm, with breaks provided. 

Crucially, Artist Assistants will have an insight into the complexity of presenting and realising each artwork to its full potential and will ensure considered invigilation of the works. They will have a key role in supporting the realisation, presentation and invigilation of Refuge artworks, in liaison with Arts House Producers and Front of House staff.
All Refuge artists projects are non-standard and non-traditional in format, form and delivery and will be presented and received by the audience in different ways. Artist Assistants play a key role in understanding how the audience experiences the artworks and events. For some artworks, Artist Assistants will receive instructions from presenting artists to prepare audience for that particular work in the manner required by the artist. Specific tasks will be negotiated directly between the artists and Artist Assistants in both the lead up and during the event. 
Twelve Artist Assistants will be appointed to work with the artists. As pairs, the Artist Assistants will work together to support & invigilate artworks or events of a particular type. This will allow both Volunteers to work as a team across a work, to cope with varying availability and to share in the care-taking of the works over the event. 

· Redreaming – Vicki Couzens & Emily Johnson (x2 volunteers)
· Swelter – Dave Jones (x2 volunteers)

· Human Generator 57 – Latai Taumoepeau (x2 volunteers)

· Future Proof – Jen Rae (x2 volunteers)

· Crow’s Corner – Lorna Hannan (x2 volunteers)

· Contact – Asha Bee Abraham (x2 volunteers)
PLEASE see more information on the particular projects here: http://www.artshouse.com.au/events/refuge/ 
Artist Assistants will work with key Arts House staff including Front of House, Production, Stage Management and will be appointed an Arts House Staff Member as a direct supporting contact. Artist Assistants will not replace the work of Front of House staff or Producers but will assist and advice both roles. 
Artist Assistants will treat all artists, artworks and patrons with the utmost respect at all times. 
Volunteers will be supervised and instructed by a City of Melbourne employee on their duties. 


	DATES AND TIMES

	Working With the Artists 
Attendance at the briefing at Arts House is compulsory. The Refuge program will be explained in detail, Artist Assistants will be inducted into the Venue and the tasks associated with each role will be discussed. It is the time to meet key staff and other Volunteers. 
WEDNESDAY 1 NOVEMBER 2017 5.30pm – 7pm
Compulsory Briefing with the Artists
Artist Assistants will work a maximum of 30 hours from 2nd November – 11th November 2017 hours as negotiated directly with the artist. Please note this may be a combination of after-hours, weekends and daytimes. In pairs of Artist Assistants, you will be able to negotiate according to your schedule, but if you have any significant time restrictions, you should notify the Arts House Staff Member prior to you application (see contact details below).  
Open Studios leading up to the Refuge event 
Artist Assistants will be charged with invigilating artworks, Refuge events and procedures including the schedule of how audiences will experience artworks. All Artist Associates must be available to attend ONE Open Studio prior to the Refuge event. This can be divided with the other Artist Assistant that you are paired with. 

Either:
THURSDAY 9 NOVEMBER
6pm – 8pm
Compulsory Attendance
Or:
FRIDAY 10 NOVEMBER

6pm – 8pm
Compulsory Attendance

Refuge Event Schedule
All Arts House Refuge works will be presented during the following times (but not necessarily for the full time outlined below). 
SATURDAY 11 NOVEMBER
12pm – 10pm       Compulsory Attendance 
Volunteer Artist Assistants must be available over the period listed above and adequate and regular breaks will be provided throughout all shifts. This will be negotiated with the other Artist Assistant that you are paired with.  

The times listed above are the public access hours of the event. The call times may differ in negotiation with the artist, depending on preparation time, planning or other needs, which means you may be needed on site before the times indicated above. 


	Role Tasks

	Artist Assistants may be required to do a range of tasks including:
· Assist the Refuge Artist with preparation, development and making of the artwork

· Assist the artist with the realisation and delivery of the work 

· During the event, welcome guests and audiences to the artwork
· Explain the protocols or instructions for audiences entering or experiencing artworks 

· Represent the artists by assisting patrons to enter the work in a specific manner, as directed by the artist

· Invigilate artworks and ensure they are realised to the artist’s wishes as best as possible at all times

· Assist public with navigation of the event as well as general enquiries

· Direct public to the artist projects and have an understanding of these projects

· Direct patrons around the venue and event, including to Emergency Service providers on site

· Explain the scenario of the Refuge exercise to public entering or experiencing the event 

· Communicate and monitor queues and crowds 

· Providing advice and observation on audience experiences, motivations, reactions and expectations as they relate to artworks or egress in the venue


	Skills, Knowledge & Experience (Selection Criteria)

	· Ability to deal with people of all ages and abilities
· Exhibit patience and professionalism when liaising with artists and audiences alike
· Ability to demonstrate and display City of Melbourne’s Core Values - integrity, courage, accountability, respect for staff and others and striving for excellence
· Exceptional customer service skills

· Exceptional communication skills

· Desired Experience: art making or art management including: invigilation, making or caring for artworks, working with performers, assisting with artists to realise their works.


	Attributes

	· Team player
· Reliable 

· Diligent 
· Hard working

· Can work unsupervised

· Personable

· Well presented


	Responsibilities

	· Be available and turn up to scheduled events 

· Undergo a Police Check arranged by City of Melbourne
· Attend induction and training as required

· Submit a Volunteer Working With Children Check

· Be polite and courteous to patrons at all time

· Protect the artistic intention of the works 


	Benefits 

	Arts House will 

· Provide a letter of participation to all Volunteers who perform satisfactorily 

· List Volunteer names in thank you credits as part of Refuge event summary

· An invitation to an event evaluation & feedback morning and thank you lunch 23 NOVEMBER 2017
· A hugely grateful THANK YOU and a FREE ticket to a key Arts House performance event in the first week of December 2017 (dates TBC)


For any further enquiries:

Contact: 
Trudy Hayter, Arts House

Mobile: 
03 9322 3720

Email: 
Refuge@melbourne.vic.gov.au


www.artshouse.com.au
For more information about the Refuge project, please visit the Arts House website pages:

· http://www.artshouse.com.au./in-production/refuge/ 

· http://www.artshouse.com.au/events/refuge/ 
#11054918

